
Records Management Briefing
for the HED Staff - Feb 2001

Sponsored by:  Information Mgmt Ofc



Agenda

l Importance of Records Management

l AR 25-400-2, MARKS

l Selected File Numbers

l CE Elec. Doc Mgmt Sys. (CEEDMS)

l Upcoming District Inspection/Survey

l Records Holding Area & NARA

l Forms to Transfer & Boxing Records



Records Management

l Records Creation

l Records Maintenance and Use

l Records Disposition



Well Managed Records . . .

l Provide timely, complete and accurate
information you need to do your job

l Conserve space, money and time

l Protect the rights of the Government
and its citizens

l Serve as institutional memory



What is a Federal Record?
4 Recorded information, regardless of media

4  Made or received by a Federal agency in
accordance with law or in the conduct of
business

4 Preserved or appropriate for preservation
as . . .

4 Evidence of the organization, functions,
policies, decisions or other activities of the
Federal government or value . . . of
information it contains



Federal Records Include:

2 Traditional Documentation
– Reports / Memorandums

– Directives

– Forms

– Email - Print and File Copy

– Correspondence . . .

1 Organized into Case and Project Files



Items That Are Not
Federal Records (Non-record)

   Extra copies of documentary materials
maintained solely for convenience or
reference

6 Library or museum materials preserved
solely for reference or exhibition purposes

6Stocks of agency publications and blank
forms, but excluding the record set of
publications



Items That Are Not
Federal Records: Other Examples

x Vendor catalogs and trade journals

6 Copies of agency directives maintained
by other than the issuing components of
the agency

6 A letter received by an employee
concerning his/her personal business
(do not maintain personal papers here,
take it home)!



AR 25-400-2, MARKS

l Modern Army Recordkeeping System

l Reminders:
*Purging Records IAW MARKS
*Submit Internal SOP’s, POH Regs, &
Policies to IM for authentication, proper
distribution and posting to the webpage



Examples of MARKS File
Categories & Retention's

l File # 200 - Environmental (2 - 50 yrs)

l File # 210 - MILCON (6-10 yrs)

l File #405 - Real Estate (1-10 yrs)

l File # 415 - Construction (6 - 10 yrs)

l File # 715 - Procurement (1-6 yrs)

l File # 1105 - CE Planning (5 to Perm)

l File # 1145 - CE Reg. (2 to Perm)





Records Enable You To . . .

Properly Transact Government
Business

Make Timely and Informed
Decisions

Accomplish Your Mission



Selected File Numbers

l Engrg 4346/1, Sep 87 (List of your
office file/project numbers- MARKS)

l See your office admin/secretary for an
updated copy

l  Use list when setting up your work area
files.

l Available: S:FormFlow/Files.frp



Engrg 4346/1



CE ELECTRONIC DOCUMENT
MANAGEMENT SYSTEM

(CEEDMS)



CE  ELECTRONIC
DOCUMENT MANAGEMENT

SYSTEM (CEEDMS)
l An electronic system that covers document

management, records management and
workflow.

l Mandated by HQUSACE, 1997

l Web site:
http://www.en-int.nab.usace.army.mil/ceedms/



Update on CEEDMS
l HQ completed EDMS Economic

Analysis (EA).  (Oct 00)

l EA requires approval all the way
through to Congress for funding.
(Feb 01)

l Await HQ guidance.  (Jun 01)

l *Funding is most critical to pursue
EDMS to its completion.  ~Begin
Implementation (Jul 02)



Upcoming Inspection/Survey

l Are file folders kept in work
area/cabinets properly typed and
labeled by FY/CY and disposition?
Ex:  1110 Gen. CE Corresp   Jan 2000

                                  Disp: Oct 2002

l Do all correspondence include MARKS
number?



Inspection - Continued

l Are admin/ project files being timely
transferred to RHA, NARA or properly
purged  in-house IAW MARKS?

l Are materials (envelopes, paper clips
being removed prior to filing?

l Survey of unnecessary clutter (boxes,
files, drawings, papers, etc.) What’s the
purpose and why is it here?



Inspection - Continued

l Are original receipts of travel order &
vouchers being filed with the Admin or
Secty in one centralized cabinet for
each traveler in case of an audit?
Traveler shall keep a copy.

l Are small purchases from IMPAC Credit
card holders being filed under 715j in
one centralized cabinet?



Records Holding Area (RHA)



      Records Holding Area 
(RHA)

l Tour of the RHA, Schof. (on location)

l Gary Ludewig (RHA/Pubs Supervisor)

l Shelved Record Boxes



RHARHA
(Front of building)(Front of building)



Gary Ludewig - RHA



RHA-8 (





(Shelved Paper - Forms)(Shelved Paper - Forms)



Forms to transfer boxes
(All avail on FormFlow)

l SF-135, Records Transmittal & Receipt
and Continuation sheet, SF-135a.

l DA 543, Request for Records from RHA

l OF 11, Ref. Request from Fed Rec Ctr
from NARA



Forms to Transfer to the RHA

l SF-135 and SF135a
Records Transmittal & Receipt

l Completed & Returned by RHA





DA 543



Transfer/Retrieve - NARA

l SF 135 and SF-135a Records
Transmittal and Receipt

l OF Form 11 Reference Request -
Federal Records Center (To Retrieve
box(s).  Allow 9-10 working days.







OF 11



Boxing Records

l When all boxes are ready, mark the boxes in the right top corner
block "box __ of ____" Ex.  1 of 10, etc
(write neat, legible and at least 2" in height)

l You may use a pencil to mark your boxes (to keep track), then
later for the final marking, use a black marker pen.

RHA #1 of 10

Accession # Agency Box  #



Boxing Records
l Use a black marker pen and print your office symbol

on the front of the box below the side flap.  Mark it
two inches in height and legible.

l Criss-cross fold EACH box CLOSED to secure

RHA #1 of 10

POD-OC 2”2”

Accession # Agency Box  #



RHA/NARA Reminders
l Records whose disposal date has already passed or

with less than one year of retention remaining must
NOT be sent to the RHA/NARA.  Records shall be
disposed of locally.

l Tuck in or cut off side flaps BEFORE inserting file
folders to assure side flap holes are accessible to
carry boxes at least 3” of space at opening flaps.

l The RHA/NARA will NOT accept over-stuffed boxes,
they will return boxes at the cost of the Corps.



Demonstration of
marking/packing

record box

Thank you for attending!
Contact Anna Tarrant, IMO, x8349



Always do the right thing;
Service;

Leadership;
Improvement


